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This guide Is designed, to assist- In the^ preparation 
of students for eaployaeni In soae atea of finance and credit, or to 
help those Individuals altea4y working in the field to upgrade theizf 
^skllls. It /is noted that the contents have been carefully selected by 
business people and, educators working in the field of finance, and 
credit. After a brief introduction offering suggestions for use of 
the guide, four units are ' presented. Unit I .is an overview %f the 
field of finance and dredlt along with soae career inforaation. Unit 
2 covers the duties and personal characteristics needed to perform / 
the basic jobs related to the granting of credit. Unit < 3 covers t^B 
duties and personal characteristics needed to perfora th% basic jobs 
related to the collection process. Unit H presents the' Various 
Federal and State lavs that govern the procedure of gx:anting credit , 
and ipollecting debt^. Each unit follows a four column format, listing 
performance objectives. Instructional suggestions, student learnlxtg 
experiences, and evaluation suggestions. The appendix containip a/ 
sample of a student project. A bibliography and directdry are also 
appended. (HD) 
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FOREWORD 



/Credit pljays an important role in our economy. According to the 
National Retai|l Credit Asspciation, 95 percent of our country's population 
asfejicredit at 'some time in their lives. Many shoppers expect to receive 
credit and wiil only patronize those stores where it is available. A^ a 
result iiore and ittore businesses are becoming involved with the extension 
of credit to its custpmers. The content of this publication may be used in 
secondary schools and adult education programs to assist in preparing 
"^dividaals who wish to enter the* field of finance and credit or to/ upgrade 
the skillls of personnel already working the area. . 



development of materials designed to train workers for the field 
of finance and credit was initiated by Douglas T. Adamson^ then Jfhief of 
the Bu^-eau of Distributive Education, Appreciation is expressed^ to the 
advisoty committee composed of Pet€;r Atchinson» distributive education 
icoordi:|iatof at the John Harrold Edutatibnal Center^ Plattsburdi; Richard 
Atkinson, assistant territorial general dredit manager for Smt^s Eastern 
Region,, Philadelphia; Pa.; Gerry Cas^y, distributive education coordinator 
at Chenango Fbrks Central School, Chenango Forks; Harpld R^^oore, 
Presic^ent, Schenectady Discount Corp.!, Albany f aad Robert jfenfone. Manager^ 
of Credit Bureau Inc. , Albany,, for their suggestions and 



Assistance. 



Christin^e Rogone, distributive edi^cation coordinat^&r at the Rensselaer 
Junior-rSenlor High School, prepared the Original instx^tional materials. 

Assistanpe relating to content -was provided Marian W, Potter, 
associate ijfithe Bureau of Distributive Educatidp,\ The project was 
coordinateds^ and the manuscript prepared for p<iblicat ion by Nelson S. Maurer 
associate in the Bureau of Occupational ^^tation Curriculum Development, 

' ^ ^ / \ • G. EARL HAY, Chief 

* ,x Bureau of Opcupational Education 

• ^ .1 , ' Curxn^culum Development 

60RD0M E. VAN HOOFT, Direcr^r ' . a . , ' ^ 

Division for Curriaulum ^ervioee ^ 



MESSAGE TO THE INSTRUCTOR 



Credit a,nd Colleotione . is part of a Idrger .cluster of occupational 
preparation rjelated to' the field <of finanae and credit, The Information 
presented in t^is guide is designed to 'ass^.st in. the preparation pf - 
students for employment in some area- of finance ahd cre.dit or to help 
tho^e individuuls ali^eady working in the field to upgrade thei^r skills, ' 
The content bijllds on a bas« of elementary understanjji^ngs. and fiermits the 
students t<) apply their knowledge and refine rtheij skills at each^step. of 
th6 learning pitocess. Secondary and adult student's with sorte knowledge 
and experienpe in marketing and distribution can. use the basic skills 
. related* to 'finance and credit for a specialization that -wi 11 be useful in 
their career dievelop'ment . 

The methods and materials suggested should (enrich a course and help 
achieve a more effective presentation. The general objectives are stated 
in terms of activities that a student should be able to do as a result 
of the instruction. Insti^ictional techniques are suggested as well as 
student activities which will reinforce the materials presenteSd, Through- 
oyxt the units, provision is made for evaluating student progress related 
to specific performance goals. The use of audiovisual aids will help 
clarify the presentation of materials. A list of suggested aids is given 
in the bil^liography. / % ^ ^ ^ 

The in St True tor is urged to use the outline in relation/ to the student' 
development ai\d background. There are numerous provision^ for individual 
»'and small group, i As truest ion that can be improved upon with/experience. 
White we feel that the elements of" a successful program., are contained in 
the publication, please let us know wheVe future J.mproveip^nts can be.made. 

— ■ ■ • " - . .. ^ ' 

' -• -i • - Bureau of Diatributi/ue Education 

DOUGLAS T. ADAMSON, DiTeotor . . . ■ . V' 

{Division d-f Oooupational Education Inetruotion ■ • - , «, 
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. f ^ CREDIT AND COLLECTIOf^S ; - ;|-'\ 

The day-to-day activities bf marketing an|[ ii^trTbutioh are largely 
dependent vpon the ability of an individual or *a Juisiness to b^uy and sell ^ 
goods or services on credit and to obtain or VaJjip: dash Ipans. Several 
thousand openings for employment in the fie^ldvolf '^credit will occur each t 
year >during the next decade. " Some of this demand m^ay be metAby preparing . 
high s\hool students to enter the fi§ld, Othef^^^orkers m'a/vsbe recruited , 
by offering adult training programs, for individijiiijj&^ who wi$h to upgrad'e 
theirv^kills and knowlddg^e' in credit or for people Who, are seeking new 
jobs/or part-time emplpyineat in^the field, 

Admlnl6t/iatLvt CoYU^idznjoUUjOYib \ 

The performance objectives or student ou;:comes .can be attained in a / 
minimum of 10 weeks or maximum of 20 weeks. The course is intended as 
an advanced class. for distributive education students in the 12t;h grade. 
.Also, .the course 4s*' open to other occupational education students when the 
material is related "to their preparationv^ for e/inployment. ^Ix is suggested 
that Distribution and Marketing, in which the/ role ao3 importfiite' of credit 
are introduced, be considered a prerequisite tor this,^6£)urse. Also, a basic 
proficiency in typing, filing, and mathematic&AS jd^iVable. 




. Utilizing a single period for a partialjw total sfemester, the module 
may be scheduled as a prepiixed course for' up t?hone-haljf unit of credit In 
a vocational ' three-unrt sequence.. A period in a laboratory- classroom - 
situation is ^particularly advantageous for students to-igain a higher level 
of competency for direct entry into this area of *«mployTnent . In addition, 
related cooperative woxk^xperience should be included as part of the 
student's program of occupational preparation. Distributive education 
students should Have other modules of instruction ayailable ,to complete 
the semester or year. ^ • . * 

Adult students would be more cognizant of the basic elementis contained 
in this outline if they have had experience in marketing or management, 
and have basic competencies in typing, filing, arici.mathematics,/ In most 
circumstances, fifteen 2-hour sessions will provid'e adequate time ior adults 
to accomplish the expected outcomes. . ; 

C0UA6Z Tonmat • \ • ' . . 

The foiir- column format is designed to assist in the planning and^ 
instructing pirocess,- A brief explanation of each colpm is giveif^elow, 

■ * . ' - ■ ' ^.. 

Performance Objectives state the goals which the learner will be able 
to achieve as a result of the instruction. Each objective is assumed 
to be prefaced by t>ie. following phrase: "The student Will be able to:" 



Instructional Suggestions give teaching methods which will assist in 
presenting the required content along with selected references which 
are cited, in %he bibliography. 

Student Learning Experien<:es suggest activities that will help^^hp. 
learner to develop the required skills and knowledges. - /"^ 

... ( - 

Evaluation Suggestions include activities that will aid in idenri^fying 
the extent to which the learner has achieved the performance otfjoctives, 

Ttacning SuggutCon6 ^ 



.r 



./ 



The- following points are offered as a means of improving instruction. 

• Review each unit well in advance of the class and obtain the 
instructional materials needed for an effective presentation. » 

• Use a variety of learning experiences in order to challenge the 
different levels of student abilities. 

'.} . 

Take all opportunities to provide for individual or small g?oup 
instruction. 

• Keep the instruction flexible enough to permit students to gain 
the skills and knowledges required to achieve their specific goals. 

. However, ajl students should be encouraged to acquire some know- 
ledge of each phase of credit work so as to increase their employ*- 
ability. ^ , ' 

• Use instructional aids to clarify the presentations. 

• Read trade periodicals and business magazines to Keep up to date 
with new information / developments, and trends. 

Instructors in adult education programs may wish to adapt the 
teaching- learning conditions to their particular group, but the: basic " 
format of teaching through student invol-v^jnent should prevail. 

The content of ^he course is intended to prepare individuals for 
employihenf in the fielrf of finance and credit and closely allied, areas ^ 
where these skills and knowledges are used in support of other retail and 
wholesale occupations. ^ > 

OveAvA,eiA) 0^ Cou/uz 

The content has been carefully rselectfed by business people and 
voCducators working in the field of finance -and credit. Because there are 
several ways to carry out the specific responsibilities, the suggestions 
given in this outline are to be considered npt as 'the only way or the 
final^ answer, but as appoint of departure for developing more imaginative , 
presentations. A bri^f description o£l.each unit follows,. 



Unit 1 li^ an ^kverview of the field of finance and credit along with 
some career information. ^ 

Unit 2 presents the duties and personal ^aracteristics needed to 
perform the basic jobs related to the granting of credit. 

Unit 3 describes' the duties and personal characteristijc's needed to 
•perform the basic jobs related^ to -the collection process. 

Unit 4 discusse$ the various Federal and State lelws that govern the 
procedure of granting credit' and collecting debts. 
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INiraCIlON 10 TNE FIELD OF CREDIT 



Perforinance Objectives Instryctlonil Suggestions , Stydent Learfilng Experiences Evaluation .Suggestions 



Explain the importance Discuss brlefy the role of credit in 
of cre(^it in our econ- our present economy including the 



omy 



Give examples that 
shov how the use of 
credit has affected 
the number and typfes 
of job opportunities 
available 



0 



uses of credit and the extent to 
whicli credit is used. (Ref. A; Rtif. 

Ose examples to llistinguish the dif- 
ferences between Consumer and mer- 
cantile cre{|it. . Also, distinguish 
between the type of Qonsuraer credit 
used to purchase goods and services 
and the type of credit used to pur- 
chase real estate. 

Discuss recent trends in the field of' 
credit that have been influenced by, 
present economic conditions. Include 
such items as: . ' 

• Availability of credit 

• Problems of collections 

• Use' of credit bur^ps 

(Ref. A) ' ■ 

Explain why different .types of ser- 
vices have developed as a result of 
the use of credit such as: ; 

• Credit bureaus ■ 

• Credit departments 
■ • Collection a^^ncie« • 
, • Rating and reporting agencies 

"(Ref. A) 



'Report on a recent artjcle from a 
business publicat,ion or g daily 
paper showing the imjiortance of 
credit in our economy 

List as many differences as, possible 
between consumer ind mercantile 
credit. 

Preparp a graph showing the number 
of dollars extended for credit for 
the last five years. "(Ref. Federal 
Reserve Bulletin) ' 



Bring to cIhss five 
newspaper articles that 
illustrate the uses of 
credit and identify the 
type of credit in each 
situation. • 

Identify two major dif- 
ferences between consumer 
and merlntile credit. 



Indicate three ways in 
' which the present economic 
conditions have' affected 
the use of credit. 

.Indicate two reasons each 
why a retailer, .whole- 
saler,, mdajanufac- ! 
turer wdll-use credit. 



Arrange for individuals -or teams of Give three examples for 
-several students to'visit the credit each type of credit 
deparWts of 'retail stores, com- service agency.' 
mercial banks, and finance conipanies' 
to' find out the 'Services each offers. Dif ferentiate between 
Have the variom findings reported the services provided 
to the class. Discuss the reasons . by a credft department 
for the different services offered 'Of.a retail, store md 
,by each place visited. . , those provided by a 

credit bureau. 
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'"f " ~ " " Bring in several ''Waiifc-f'^f""-^ 

-) • '■' / ■ affected the'nAiftd tyifes flfA'''.^I«'^tions;iTi the HelS^^^ 
■ - . availaMe'job'opportunitiesi Also/and:cof^^^^ 

\ ^. Indicafe how the state of the ec'on- .jjloyew. with the. jobs, available.. .;. }ofr ii|rkel^ • ^ff 
. ' • omy affects the available, job* oppor- ' vj^^^^iisf!/'^'^^ J^^^^^ 

^ ' _ ■, 'timities. , - - , ."'/■ 

' ■ PreBairealistof Develop, using suggestions froi the Prepare' a list of businesses w^^^^ List eight places, that 
'■y liusMses. where -jobs -students, a list of places where a • crldit is^ available using. the ellow wou^^^ 
: "! in Wfield of credit credit service agejicy existsV Con- ^ Pages of tKeaocal' telephoiie^b^fc^,yg|(^ 
/ MV be found -an'd indi- sidep such firms Is banks, retail ■ Consider such Wngs as autpiiiobile;;p,ers6ns:i^^erested in. 
V cate job titles in - ,«ores;-%ance companies, credit ' dealers, banks., department stpres^,;/;^^^^^^^^ . 
' ■ ■ ' "each situation ^ • repdrtinpgencles, credit unions, fuhiture st(A. finance companifes^^^^^^^^^^ 
•r •' ■ ind, all types oiKhoresale Michants. and. all typesw «hoiesaIers.' , .• ■ , 

p' . ' . . Indicate that elh of the places | , . ' ' •, ' ' , ■: B ' 

" / repran^S^'tial job opportuni- ' ; ' ■ . , ' \ 

■ • ■- •■ ' ties. ' ' ' ' ^ ' ' 

Identify the'steps Develop bnrffe chalkboard, using .Dlsciisi the :fdctors a person' shduld Prepare a;flflw chart that 

necessary.to process ;suggestioTOm the students, the 'consider when a close friend asks shows. the- steps involved 

to toBpletion a re- tasks that are associated with the ' for « smald loan. ^ Compare the above/ in the granting of credit. 

' «, quest for credit granting or disapproving of credit items with the procedures used'by ft Rebate jobs to specific 

. includine: small finance company when a request tasks. | 



fora loan is made. ■ ■ ' 




including: 

• Gathering information 

• Investigating the validity of 
the information obtained 

• Getting additional facts 

• Compiling information 

• Analyzing data / 
« 



; 



Authorizing the loan 

■• • Collecting the money ' ■ / ' ' ^ \ 

. . • Promoting the .use of credit_ , ^ ' / / ' 

• Coordinating the various tasks 

" Enumerate and describe Develop with help from the stu- Compare the ^ange of jobsjnd ' ;• Compare tj^'f ' f ^i?^' 

the specific job% dents the actual job opportunities .responsibilities in a cr«^dit de- and note^the differen e 

• that are associated that are associated with the grant- partment of a retail st^e with in a wholesaler's credit ^ 

«ith the use of, ing of credit including: ^ ..those in a credit bure^^^, . ^JP;"^^^^^^^^^^ ; 

)Creditclerk ' - ■ ■ / / ' ' ''Of 'a retail store 
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Performance' oyectives 

Enumerate and disscribe 
the specific j^bs . 
«that are ^ociated ^ 
with thb i|> of] 
credit '(cont'd)' 



•Instriictlona-l'Suggesttons. 



• Inteiviewerj 

• Investigato/ 

• Analyst /• 

• AuthoxiZ' 
•■Collectqi 

• Credit Jroraotion salesperson 

• Credijpanager . . ; ' 

• Finajwe company manager. ' 



'student Learning Expediences' 



Identify career inter- Jssist .students in' developing an 
ests in the field of interyiew' guide to determine the 
' .credit in terras of H ; ob ppportunitiej that exist in 



what people do and 
how they do it 



1^. 



I Arrange for individuals or teams 
I of students to visit different 
credit departments and use the 



specif i'c credit 'department along/ , interview guide .to determine the 



j; uitn'the duties- ai^d qualifications! 
breach jol^; . , • 

3iv# some sug^stions on how tq / 
jse the interview guide to gather 
''he required data effectively, < 

Discuss the 'advantages and dis- 



/ 



duties an(i|{ualificanci^ 
^ach job ip the wious depart- 
ments. Haye -the 'findings report- 
ed in class aiiil compare the . , 
results.' DeHiop' a composite 
list of jobs aiilable alon^ 
with the duties and qualifications 
for each. Identify those jt)by ' 



advantages of working in the fitld ' that are considered entiy level 



of credit. 



positions. 



Evaluation Suggestions ; 

List si^/jobs Related to 
'the granting of\credit ' 
and give the respon- 
sibilities associated with 
each job. 



Write a short paper ex- 
plaining why » person would 
want to work in the fl^ld • 
of credit. Inclode such 
topics as: . 

• Nature of work .* 

• Tasks' 

• Working conditions 

* • Places of employment 

• Qualifications 

■ • Advancement oppor? 
tunities ■ 

• Employment trends and ' . 

job needs. 

Prepare a help wanted 
advertisement for a job - 
opening in the field of 
credit indicating: 

• Qualifications re- ^ 

quired 

• Nature' of wofk • 
Working conditions 

• Advancement oppor- 

tunities 
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THE mil GMNTING PROCESS 



Performance Objectives Instructio/ial Suggestions' , ' Student Learning Experiences Evaluation Suggestions f 



Explain why ipost biisi- Describe, the wants and needs of 

nesses ext«nd credit individuals who use credit . 
to their customers • 

■ ; Develop with students the advan- 
V . ' , \ tages' and disadvantages of busi- - 

, nesses extending credit to their 

. '■ .' custoiiers. '(Ref. A;,Ref. 41; Ref. I) 

Perform the b|sic. Discuss the ipiportance and 
duties ^oLa credit duties of a credit 'clerk 

clerk * * ^ including,: 

' » * ... \ / 

. . ' • Processiag orders and , ^ 
' ■ . credit requests ?. ' 

, ■ • Bxteriding orders and . 
* • : • ; ' \ determining credit * ^ * 

/'available 
/ • Organizing credit in- 

formatiqrf . . ' 

• .Aging accounts receiv- 

ables 

• Making collection cards 

' • Typing and ii ling raenios, 
. letters, aJid reports. 

Explain why a person con- ' 
sidering the job of credit 
■ \ clerk should^lr^ady possess 
the basic office" skills of: 

* ' Typing, • 
, ■• • Filing 

• Mathematics 



Enumerate the costs of extending State five reasons why * 
credit to customers.. ' . businesses extend credit 

i'" ' I'to their customers;., 



State five specific duties hi if' . ^ Explain' how the duties 
credit clerk, . • . of a credit flerk relate 

' , , , : to the other- jobs in a' •! 

Complete various job related . . , cifedit department^, 
activities such, as; - ^ v ■ . ' 



Perfort selected activ- 



•Jroces^ing orders .,, ' '-/-itiefto demonstrate' a, 
• • Ei^steriding totals for " ' ; projiciency in Me skins" 
'charges akd credit , needed by a credit .cl'erk . 

• Organizing credit information ; ' 
^ ^1 Making collection cards, , ' ■ ■ ' •" 

''• Typing and filing m?mos/, y^,^^^ ^/ 

letters; ind reports > ,. 



Artange for'teams of two qr.iljree 
students to visit different types , 
of credit departments and inter- , - : , 
view employees about their jobs , . - :. 

and determine how eBj:h person re- ; 
lates 'to other people in the office. 
Have students share their findjngs 
with the class. ' , 

Also, have students obtain blank • 

forms commonly used in the differentir 

offices they visited. Ask student^? 

to bring the forms to tlass for . , '^i 

comparison and discussion purposes. 



ferfoniiance'Ob^ecl^ives-. Instructional Suggestions' Studeiit Learning'Experiences Evaluation Suggestions 



Rerfomi the basic ,■, Explain why specific training for 
itoMtrrSeait"^ fhrporirion-of- credit clerk ir- 
clerk (cont'd)' : & often; done on the job. . 



Compute interest , Show how to compute interest • 
charges: based on i charges >l)ased on tim^and aiount 
tine and amount by the use of tables and charts. 



Discuss how td reduce errors in 
' Mtlliatical' computations by 
~ beinf careful to avoid the^ 
' following: .' , 



»■ 

•il 



• Decimals misplaced ' 

• Fijgures in wrong coliimns . 

• Transposition of figures ■ , 

. • Errors, in. copying ' ■ ■ • 

• Poorly written figures ' 

• Not checking final results v, 

Give a test such as the Appraisal' 
«f Arithmetic Ability to measure 
the cQjnputational abilities of 
the students and to point out' 
areas that are in need of improve-, 
ment. 



Use tables and cliarts to compute Compute interest charges 
the interest charges for dif- "for different situations 



.ferent situations. 



t^us-ing 'tables and chart?. 

' State five things a persin 
can do which would reduce 

' errors in mathematical ' 
cojiyutatlons) . • '■"/"^ 



.'Ulidej'take ah improvflr,ien|t plan 'to ■ ' 
■strengthen known areas pf'weaknes's 
in computational skills'. ' , 



1. I ' 



Jk above ttit maj/ bz {omd on 
■ pogw oi tki Bmineaa , 

Mkmties SijllahuS} 1973. ■ 
■Jk StiiUiHimij oho k M, 
, ixkk itdijutii nid to ■mpio\H 



Make in adjusti?nt ' Develop and' list on the chalkboard 
to e custo^r's the different items that contribute 
Kcount ■lafler ., to' a successful adjustment of a 
simulated conditions -customer's problem including: . 

' ■., ' ■/ " • * Dealing with customers tact- 

V fully and courteously 
' * Being patient and understanding 
* « Knowing what adjustments may 
• •' be made 'v . 

_ •. ■ • Explaining in a clear and ^ I. 
, '■ concise maimer (oral or 

written) what conections 
' , were made and why" 
• Making basit" mathematical 
calculations 

Dera(*trate,a bowl- Develop on the chalkboard the ^, , 
' e(lge' of tlie personal personal characteristics needed • 
characteristics needed by a cfedit adjuster including ■ j 

to perform the job of .the ability to: ■ . . 
adjuster or service 



tlerfe 



« Make adjustments quickly and. 

properly 
• Follow through when other 

sta^f members are involved 
^ in the adjustment 



Role play situations involving 
teliphone'calls from customers 
'about. errors' in their" bills or 
the misunderstanding of the terras 
of credit by the customers. Have 
"students reverse their roles. ': 
Ask other members- of 'the class 
t^ comient on the effectiveness 
of the techniques used and offer 
suggestions for their improve- 
ment. ' . 



Serv5 customers willingly • . 
Listen to customers' 
coinplaint without .getting 
into an arjument 
Relate bus.tblr's problems 
10 the data on their account ^ 
cards • ; • • 
Talk with customers without 
embarrassing them 

fClear and concise 
explanations 
Admit to a mistake if one was 
made and make a suitable ' 



Give situations that show why 
credit, adjusters need specific 
personal characteristics to , 
perfob their duties effectively 

Arrange'for teams of two or three 
students to interview several 
credit adjusters to find out the 
qualifications and personal char- 
acteristics needed for the job. 
Have students share their findings 
with the (ilass. • ' ' ' 



Analyze' three teacher-?' 
prepared lejiters from;-^ 
customers requesting '^^ ^ 
adjustments in their > ' 
bili* For gach case^ . 
write an explanation for 
the office files of the 
corrections that- were made. 



List six personal 
chiacteristics needed by 
a credit adjus'tof and." 
explain the importance 
of each characteristic. ' 



ve teacher-prepared ■ 
problems by role-playing 
situations involving 
complaints made by 
customers relative to , 
misunderstandings or 
mistakes with their 
acc;punt$. 



uc 
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Performance Objectives ^ Instructional Suggestions • _ .Stydent Learning Experiences ' . Evaluation Suggestions V" 



Denon'strate a knowl- 
edge of' the personal 
characteristics needed 
to perfora the job of 
adjustor or service 
clerk (cont'd) 



Identify the essential 
infoDDation an inter- 
viewer needs to obtain 
from an applicant 



• o 



j) Record all information cois- 
/ pletely and accurately 
' « includiag*custoiner's' 
account card 
• Know where to get help to 
handle probleis when 
they 'arise. 

• ■ 

Show how the 'interview affects 
the decision to grant cr^t 
and to the possibility of 
recovering the debt incurred'. 
(Ref.'A; Ref. E ) 

Obtain and distribute sample 
credit application blanjcs from 
'retail store's, banks, and loan 
colnpaiies, From a study of', 
the variouS/iteras, develop with 
the student j a composite .list 
'/of informational facts that 
an inteniewer needs to obtain 
to determine the applicant's 
ability to ,repa^ a Iroan. Group 
the information unJer such 
headings as: 



J 



Analyze sample credit applica- 
tion blanb t^ see if the in- 
formation requested adequately 
covets the four C's of credit. 



.Prepare a list of questions in 
addition to those on an app^ca- 
tiion blank 't|8t would assist in 
making an interview more in- 
formative. 

Compare Vhe ifffomation requested 
on several sample credit applica- 
tion blanks (from different sources 
and explain why the information 
varied. 



Explain how the quality 
,of the interview relates 
to the collectibility 
of theaijcount.' 



Explain why it is 
important to determine V/ 
accurately and careful ly, 
■ during the interview; 
the applicant's charac- • 
ter, capacity to pay, and 
capital reserve. 

Explain the relative 
importance of the four , 
C's of credit. » 



* Charact^ 
Ca 




■IH 



(Ref. A; Ref. E; ReffH; Ref. 

I) ■ 

Conduct a^successful Develop with assistance hmn 
interview w;ith a students the different items 
person applying for ' that contribute to a successful 
credit under Simula- interview of an applicant, 
ted conditions 



List the elements that are a 
part of every successful inter- 
view. • 



\ 

Give three examples of 

information that would 

,be classified as facts 

and three which would be * 

considered- opinions, "J- 



9' 



' Include sqch items as:, 

• Completeness of applica- 

.tion 

■ • VetfficatiiHi of exist- 
. ing infomatioii 
• • Quality of inforiation 

• Addition of new infpr- 
. ' nation, ' 

' ' • Thoroughness of obser- 
vation ' 
« Recognition and reporting 
of important facts. , 

t 

Demonstrate how to conduct a 
successful interview including: 

• DevelOpigg rappart with ■ 

^' " . customers ; 
, • Determining the financial 

need • 
\ • Getting the facts . • ■ 

• Observing th^ customer 

« Educating the,c(lsti)mer* . . 

• Securing a signBtUTQ 

'■Invite a credit interviewer to 
conduct simulaitionsjfff inter- 
views with student V) Use " 
either teacher-or^&ent-pre- 
pared background material to ' 
avoid the necessitf of students 
being asked to reveal ipersons 
and confidential' information 
during 'the interviews. Have 
the inteniewer e)lplain the 
reasons for his method of 
questioning 



lllcants. 



State three methods used to • 
verify information given in an 
apriicajion and indicate ways^of 
-bbmoirig additional information. 



Use teacher-ptepared information 
to role play interview situations. ' 
The information shoiild provide a 
variety of reasons for needing the 
loans and different ilrcumstances 
which would affect the applicantis 
^attitudes. Have students reverse 
their roles/ Ask other members 
I of the class to evalu^e th^ 
'effectiveness of. methods used and 
information, obtained for each 
interview and offer suggestions 
for. iraproviV the quality of the 
intervie<(s. \ . ' ^ ^ 

Make ^ list of] the information that 
the interviewef should provide 
the applicant relative to the 
terms of the loan. ^ 



Pre])are «and distribute 
seyeral .sample credit 
application blanks that 
Have varying degrees of 
cbmpleteness. Have: , 
students prepare a list 
of {juestions for "eath 
blank that would give . 
ah interviewer all the 
• information needed for 
a, successful inteniew. 



Trace the various 
activities of an' inter- ^ 
viewer from the tiif an 
applicant arrives to the 
time he departs at the 
conclusion of the inter- 
view. : 

t 

Explain how; to develop 
rapport with a reluctant 
applicant. 



Oepstrate a knowl- 
; edie of th« personal 

cjiaracteristics needed 
\to perfoni the Job 
M credit interviewer 



Develop on the chaJ^N J' 
sonal characteristic VJhv'*, 
credit inteninrer ^^'^^J^ I 

• Ability to re/ / 



Describe the impor- 
tance of effective ' 
coiiunicatiotis for 
all credit employees 



• Tact • . ' 
» Enotional stabi^ ^ 

• Confidentiality ■ / 
•'Sincerity * / 

• Businesslike ir 

I Good judgement • j 

Explain the advantaf . 
time to collect, or^^^V^" 
arrange informati#.r^ {^"^ 



be cownicated to ' 
else. (Ref. G) ' ' 



H 



Me% Sjjlldim, ,r L 



Explajihow to in-'' 
vestigate the in- 
fonation provided 
by the applicant 



%ve how the attitude ^ 

ind i0^^^i^t of the interviewer 
could tff^ct the applicant's will- 
ingness provide the necessary , 
infoniati^''' 

Prepare list of the skills and ' 
knotfiedgos needed for the Job of 
Credit interviewer. , 



Select froi a list of 
jiersonal characteristics 
those needed by a credit 
interviewer. 

Use teacher-prepared ina> 
terials which jirovide 
several adverse inter- 
view situations and show 
how to correct or improve 
the circumstances 
described. 



^aiyze eifamples of business 
«oiiuni#ns that reflect poor 
prepgtpon and rewriflhem so 
they are "we effectiw 



State five reasons why 
it i? important to care- 
fully prepare all business 
copunications. , 



/with the sOk 

items that a good iW^^ 
should incorporate, nij^ . : 
such points as: ^ 

. Positive identi^fW 
. • Indication of r %] 

and willing/ ^ JJ' • 
• Separation of y 

opinions/ 

Describe how to bas^JJl^y y 
search any topic. . 
importance of devel"? .J 

researft and inspect* tfi 
niques. " 



Explain it is necessary to 
Check the information supplied by 
ftji applicaht requesting cre|t. 

Dse nt^^^^ sources of information 
Such 85 telephone books and city 
<lirect6ries to verify inflation 
Siven i'' ^^^^eral teacher-prepared 
applications for credit. 

^alyze ^'^ documentary of a 
Current or historical event to 
determine the sources which the 

in order that, the story, costume|,. 



Identify from a list of 
teacher-prepared infor- 
mation those items. that 
would be considered facts 
and those considered 
opinions. 



List five sources that 
might be used when re- 
searching any topic. 

Report on individually 



9^ 



Describe th? jfejs to use when 
investigating the inforination 
sijfplied by fin,8pplicant. 'In- 
clude such items as: 

, ■• Residence 'verification. 

; • Property. search', 

' • Reference ffllowup ' 

• -Employiaent status 

• Reliability , 

• Credit bureau appraisal 

(Ref. A)" \ ■ 

Develop with the students soyrces 
to consider when investigating an 
applicant and the type of infer-, 
nation 10 request fiDB each source 
including: 

• Banks 

• tiployer and fomier employers 

• Other businesses'|[L 

• Credit bureaus ^ 

• Nfiglibors aitd associates 
, • associations' t 

i '" 

Show how to evaluate, an. iiives-^ 
ligation including: 



• ^onip^leteness 
I Depth 

• Time involved' 



"anTfurnishTngs 
and authentic. 



beacciime — aisipedtoplcs-t' 

require basic research 
to gather the necessary 
'information. 



* ][ndicate how an applicant might 
'use "pet references" to obtain a 
favorable credit report. 



State five important 
/ items that should be 
checked when investigating 
the suitability of an 
applicant requestihg 
credit. . 



Using thtee prepared . 
applications for credit, 
■ind4€ftt44lw--procedui|SL- 
to follow to make a ' 



credit investigation for. 
each.' 

Contrast the information furnished Give examples of the 
by a bank^with that supplied by. types of information 
neighbors and assbciatt^s. < supplied by different 

sources used in an 
investigation of an 
applicant requesting 
credit and indicate on a . 
three point scali the 
-^iatitity-of each source. 




Take a teacher-prepared list of 
sources, that might be used to 
' check the suitability of an 
applic'aht and divide into three 
^ifoups basedfon the reliability ^ 
of the information supplied by ^ 
each source. 



ierforiiiict:0bjecp7es --•InstrifctitiiiaJ-Sotigesttoiir — • .StirfSirt-Leamliiglxperl^nces — iiiiliiiitlijii'Siiggestltins"^ 

I ' .... 

Expldp horto ii^ 



miiit()k ijf- 
' fort!ij^oi|'prov|ied ^ 
.•by% aj|Hcmt / 

Alleionst|ate jlttiowl 
/ edge df the pei 

' sonal charactfe . 
I' Istics needeM 

peHoim the'^P, 
'of credit inves-. 

tigator , 



Invite an investigator from a retail ' Summarize the important points made Analyze teacher-pre> 



credit departme^it to explain the 
procedures .use| to investigate 
credit ap^li^ahts; Follow vith a 
question and/.^l|swef period, 



Develop on :Die chalkboard the 
personal ciracteristics needed 
by a credit) investigator, In- 
clude such items as the, ability 
to: , , • 

• Work with data 

'• Recognize pertinent fads 
f Keep confidential any ' 
information gathered 

• Conduct a thorough i'nves- * 
V tig^tion in, a. reasonable 

time limit , ^ 



by*the guest speaker, 



pared application 
blanks to f ind ^ji^t >t}te' 
addifional facts needed' 
for, "a thoMugh investi- 
gation 'and'to li^t:the 
sourceohere each,''- 
/ fact mlpit be found. 



* Role play situations that involve Prepare an investl^a- ' 
the investigation of an applicant, tibn. report 'based 'on 
Include an interview with' a: ' teachet-preparpd ma- ^ ' 

■'" . » ' ' terials.' IpdicaJ^ whif 

• Neigljbor, , ., , certain bits of infer- ' 
'^■'V'^an|: official mation were used and 

• Manager pf a credit bureau ' others, rejected. 

Evaluate the need for 

Have students reverse their roles, any additional facts to- 
Ask other members of the, class p> 'Cbi^fite thi inv;stiga- 

comraent on the effectiveness of tha'fifc;',,,' -i 
interviews and offer suggestions f0|i«' , 
ways to iijpr^^ye the' techniques , 
employed!* '■ >| -j.; 



Consider and eval- 



Show how an applicant's char- 
acter', capacity to pay, 



'Selfct from a list>of: 
.plltsdnal characteristics 
Jh'oise needed by a credit ; 
finvistieator. * 



uate pertinent 
personal facts about capital 'reserves, and economic 
an applicant which' cohditipilB affect his or her 
request for credit. (Ref . H; 
Ref. I) ' . • 



affect his or her 
request for credit 



Disci^ss situations involving 
an applicant which would ad- 
versely affect his or her re: 
quest for credit. Include sifch 



investigator. 

Discuss the personal factors which Describe, personal situa- 

should be considered when reviewing tions involving an appli- 

a request for credit. ' cant which would affect 

' ' , unfavorably his or her 

Identify from a fist of situatioi^^ request for credit, 

those items which would adversely .* , , ' . 
affect a. request -for credit. ' . , ^ ' , ^ ' ■ 

Deyelop some simple examples that 'Analyze case studies ' 

illustrate situations which v^nW involving individual 

adversely affect a person's request, situations to indicate 

■for credit. ' wheth^t or not credit . .< 
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' .reasons for the deci- 

• Insufficient information "ons, , , « 
on application ' . * ' ■ ■ , ... 

, , . iwdiate delivery ohooi . Revietf several teacher- 

requested > ■ P"P"ed applicatiofis . 

' • 'Renters ordering. building' . and indicate whether o^ 

materials^' ! |' . . not credit should be • 

. , * ^ . Purchase of 'items that •/ ^ ' ^ granted and why; ; 

require installation ' ' ' ' , ^ - 

^ ' . A "General Delivery" or' ■.„.'. 
"Box" address 

J \* Illegal employient ' ' { 

• • Unemployed ■ , • . ' ' ' . ■ 

Consiaer and eval- Discuss how. the credit policies Give examples why each business Give four examples which ■ 

uate pertinent facts (Ubeial or restrictive) of a , should 'have a uniform credit policy, show how credit policies 

about a business business affect the amount of ' * "^^5f! ^'^S !L, 

which affect a re- ' • conditions of the credit granted, • Arrange for several students to credit a business extends 

quest' for credit to its customers. (Ref. A; k. visit or telephone retail stores , to its customers. , 

. . I] ' , and banks to determine the credit 

^- . . ^policy of MCh different establish- Develop credit policies ■ 

, - ment and rfbrt findings .to class, for three teacher-pre-. : 

' ' pared situations and ' 

* , indicate rpasojis for the . 

^ policy selected in each ' ; 

■ ^ . ■ 'case. ■ , ' . 

■ ' ' ' ■ ' ' ■ . ' ■ ' ' ' ■'■ "■; ■ ... 

Develop with. students different Explain why the same individual, ■ Analyze teacher'-pre- ; 

Items about a business which would giving identical information, , may.. ■'Jlrii^jat^li^ls invol: ■ ■■ 

' ■ affect its request for credit. ' be approved for credit in one store vinglfferentlullyBsr 

Include such factors as: and rejected in another' store; conditions and pol;ici«s 

■ and indicate why credit 

' • Profit margin on sales Explain why, given the saie in- 'should tie or should .not , ' 

• Supply and demand of products' formation, a store would, approve a,, 'J)e granted in each case. .. ,■. 
. .. . Competitive position of request for wedit and then 6 months , ■ ' , ■ , ■ 

business . ^ later reject. the same request for • \r ' 
• Sales of slow-moving gdods credit, ^ •. . ■ ' ' : " 

• Volume of sales ' ' * v X% . ■ ■ • ■'i- 

• Amount. of working capital „, , . ^, . . A . 



. Jo 
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Percent of collections 
A) 
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PerforiMncelbjectives Instructional SyggStTons 



'^tu(lent~Learn|ng Experiences Evaluation Suggestions 



Consider mdivAl- 
uu pertinent facts 
about a business > 
which affect a re% 
quest for credit \ 
(cont'd) 



Invite an analy'st^authocizer j^oin 
the credit department of a retail 
store to explain the steps used 
whenMeKing a reqi^est for credit, 
Include successful as well as un- , 
successful Irequests. FoUbv fiti _ 
a question land' enswer period. 



Sunarlze the iiiportant points 
made by the. guest speaker. 



Denonstrate a knowl-|'. Develop with the students the 
edge! of the personal' personal chai^acteristics'needed 
qharacteristics^needed'by' an analystj-authorizer including 
^0 petfono the job , the ability t^: 
analyst-authorlzer 



Ok 



• Obtain facts 

• Neigh factors 

• Make a sound decision 

• Inpleneiit action 

Explain why confidentiality and 
diplomacy are iitportant to the 
analyst-authorlzer, 

Explain, using e;iamplesr the 
problem solving process . Include 
such points as: , i 

•i 'i ■ 

• Defining problem 

• Analyzing factjs related to 

problem i 

• Identifying points promoting 

and hindering |lutlons 
« Listing many (brinstoming) 

Solutions to problems 
•'Reviewing and selecting more 
^ plausible solutions 



Prepare a list of gidelines to 
follow when acting upon a request 
for credit'. 

List the skills and knowledges 
required for the position of ' 
analyst-authorlzer ' , 



Relate the process used to solve 
su'ch a problem as: 

I 

I Selecting a vacation spot ^ 
* Purchasing a camera, fur 

coat/oi stereo sound 

system 
\ Buying a car or boat 

Explain why it may be as important 
to consider the character of' the 
officers of a new business as^«the 
amount of ||serve capital available 
when revieidng the request for 



Prepare different case| ' 
studies involving pers^gf^ 
and, business circumstances 
which relate to requefsts 
for credit. Have students 
exchange situations and 
indicate whether or not ^ 
credit should be granted 
and reasons for their., 
decisions. ' 

Answer a help wanted 
-advertisement .fot an 
analyst-authorlzer 
stating the qualifications, 
needed for the job. 

Prepare a communication 
to an individual in-, 
dlcating that his re- 
quest for credit has 
been rejected, 



Select a teacher-pre- 
pared problem that re- ' ; 
quires the Ibllljty to 
make a declsioii'and 
indicate the solution 
reached and reason for 
tha{^«solution, , 

Analyze four teacher- 
prepared credit applica- 
tions' and Indicate whether 
or not credit should be 
grfited In each case and 
why. ' oD 



ERIC 



■ " ~~ jviluiting ef fectivenei! "of 

i . , pltuslble solutions ind 

selecting those hiving^ 
greatest potential 
' • Enumerating ways of imple* 

, I ' Djenting selected solutions 

• Selecting best solutions . , 

• impleaienting solution . ' 
(Ref. Creative Decision Making 
Foniiii, Fall/Winter 19)3, pub- 
llshed by J.t. Penney Co., 
Inc.) 

\ * » a 

Identify the proce- .. Develep with students the different 
dutes ,to,use to niethdds used to promote credit 
^ devel{)p a basic credit sales including: 
sales promotion cam- '' ,. 

Stimulating active accounts 
• • Finding new accounts 

Reopening inactive account; 
■ (kef. A; Ref. E) 



"credirfroma'new business. 



Review the techniques coimonly 
used to |ake a sale. 

f .■ ' 
Develop oitth& chalkboard sources 
for names of individual^ who 
migHt fie prospective new credit 
account-customers including: > 



• Inside sources 
' • Cash customers 
• Customer checks 



(0 \ ' 



• Outslle sources: 

• Club lists 

^ ' Professional lists 

• Directories 



Bring in samples of promotional 
materials designed to stimulate 
interest in opening new credit 
accounts and analyze the effec- 
tiveness of each., 



Develop a plan to i^- 
courage customers to re-' 
open inactive credit 
accounts. 



List the steps to tak« when making Demonstrate how to make 
a sale. ' a simple sale. 

State five sources for new names to State the advantages and 
receive literature about opening * disadvantages of using, 
credit accounts and rate these inside sources for 
sources in order of their importance obtaining names of 
to the credit promotion sales person. individuals who raighfbe 

. prospective new credit 
customers. • 



Performanct Objectives Instructional Suggestions Student Learning Experience^' Evaluation Suggestions 



Identify the proce- Divelflp.wlth students different 
dures to use to methods 'used to Increase credit 
' develop a basic credit sales Including; 
sales promotion cam- 
paign (cont'd) • Sollcltatjlons by salespeople 

• Advertising media 

• Direct mall contests 

• Premium money 

• Outside aiencles 
(Ref. E; Ref, I.) 



Demonstrate a knowl- 
edge of the personal 
characteristics 
needed to perfornf 
the job of a" credit 
pmotion sales^ 
^rson 



Invite a credit promotion sales- 
person to explain the steps 
used to Increase credit accounts. 

Develop with students a list of 
places that einploy. credit pro* 
motion salespersons,.' 



Develop with the students a list 
of the personal characteristics 
needed by a credit promotion 
'salesperson. Suggest that one 
should be; 

• Creative 

• Innovative 

• Responsive to supervision 
■ • Productive 

• Efficient ' . 



Outline suggestions a credit 
promotion salttperson might make 
to store clerks which would en- , 
courage them to Increase solici- 
tation of new charge accounts, 

Analyze credit promotional ma- > 
terlals founddn the local news- 
paper for appeals used and effect- 
iveness of statements, and suggest 
fay^to Improve the materials. 



Summarize the Important points 
made»by the pst speaker. 



■ 




Prepare a list' of the skil 
'knowledges needed for thet<»b'" 
of credit .promotjlon salesperson 



develop promotional ma- 
terials to «tlmulate more 
sales by credit i^ccount 
customers. 

List the advantages and 
disadvantages' of three / 
different methods that 
night, be used to Increase 
-xredft sales. 

EilpJtain why Ipan com- 
panies do more advertising 
for credit customers than ' 
do retail stores. * 

Develop a credit sales 
promotion plan for one 
of the following: 



• Bank 

• Loan company 
•'Retail store 



l(a 



Indicate the msons 
for selecting the tech' 
niques used. 

Write a "Help Wanted" 
advertisement for a 
credit promotion sales 
person indicating the 
qualifications needed for 
the position. 

Hii^e students evaluate ' 
their qualifications for 
a specific job in the.^- 
field of credit and 



> 

ir 
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• Aware of business \ • . ' help them develop a pro- 

and conditions "x ' ' m of perpal inprove- 

' * ' •Abletousebasi'^ \' X * • lent to strengthen areas 

: of selling ^ " of weakness which will 

• Eiiiotionally stabl^ enabl thei, to acquire the 
. In good health level of proficiency 

• Cooperative ' • "^^'^^'^ ^ ^"^^ 

"position in the field of ' 

' . financfelnd credit. 

' . • . ■ ■ 5 , . ( » ' ; ■ . . 

Describe the duties Discuss the duties af'* ^^Sv .■' So^jp-jg g list of the major duties Give five examples of 

of a credit manager sibilities of a credi* \ a credit manager. - the practices and policies 

/ ' . Include such items s5= ' I ' for which rtriKliJt manager 

^ive exaiBP^^s that ihow the nee^ is responsible. . 

. ■ ' , ^rEstablishing offi^^ ^^"ih .,5. ^Oj j jianager in a credit bureau ' . . ^ . _ 

and practices /r deparW^"^ at a retail store. > , 

, . Supervising and / ' „ ' 

V policies and,pW : ^ , , , 

' ^ ' • Hiring and train^ jf 

• Approving reques^^ ' , ' ' ' ' ' • 1 
credi't 

Decidiiig on ques^^ ^ti^ 



cases 



• Directing collec^^°'' h\ 
cedures 
(M. A) 



i . . ^ Explain that the spe^l \^ ^k,.,. , . v' ' ^^1"" "^^'^^^ ''"^^^ 

* ' o/a credit lanager^^^^ ^a , 'ff ■ of credit manager ar^ 

by company policies. ^^ I ^ determined by company 

^' policies. 

State the education- Develop the educatioJ'^|Ai.;^c^' list the educational qualifica- Identify educational • ^ ^ 

al qualifications itions necessar). for JJ^i^*^ ^ions required for the position institutions where, training 

for a credit^manager:' manager includftg.«-r\ ^: credit "iMiager. , _may be ted i|).|ie 

• ^6 " ■ field of. cwM- / , 

• Credit granting - ' , ' ' ' 

• Commercial law^ 1 ■ , , ^^v /a ■ 

• Bank credit ^ j ' ' . ■ ^i^' 

• Analyzing financi^,.\-.4^ - , ' ■ ■ / 
(Ref. A; Ref. B; Ref' • ' . . , ' II 



Perfomance Objectivis ' InstructionaV Suggestions 'Student Learning Experiences • Evaluation Suggestions- 



State the ^ucational Explain how to satisfy the educa- 

qualifications for a tional qualifications' necessary 
credit iianager (cont'd)fOT a credit manager. . 

State the occupa-' . Explain why it is iiiportant that 

tional experience a credit manager have occupational 

necessary for a ' experience in it least one of the 

credit manager following activities: , 



J. 



• Investigations' 

• Collections , 
■•Reporting 

• Selling 

- *vHandling of correspondence 
^ .• Assessments of risks. 

State the compe- Discuss the competencies needed 
tenciesi«eded to to be an^effective manager in< 
be a .(3pt manager ^eluding the ability to: 



• Plan 

• Organize - 

. J Direct 

^ • Control 
' •^Coordinate 
•'cooperate 

• Gather d^ta 

, • Make' fair judgements 
(Ref. A; Ref. B; Ref. I) 



Invite a manager of a credit 
bureau or department to discuss 
the qualifications and duties of 
the job. ' 



Give examples showing why it is 
impo)f|«it- for a credit manager 
to hive had experience in at 
■ least one activity Wthin the 
field of credit. 



Suggest on-the-job 
activities which would 
^be helpful for those 
seeking advancement to 
^a position of credit 



. ' ' Explain the route a person' might 
take to gain occupational exper- 

j ience to help prepare for 1he 
position of credit manager. 



Using specific examples, discuss ' 
the functions perform.ed-by a 
manager of .a credit bureau or , , 
department, ' ■ . ' 

Make a list^olitems to cpm^ 
when developing a new credit 'policy 
or reviewing, existing policies. 

Role play situations iii which a 
manager has 'to reject a request 
by an employee or turn down an 
application for .credit by a 
customer. Ask other members -of . 
the class to "comment on the effect- 
iveness of the techniques used and 
to suggest improvements. 



Outline the qualifications and 
duties of a credit manager as 
expressed by the guest speaker. 

1 



% ■ 

Give, four examples that , 
show the iraportaiice of 
the duties of the credit 
manager. ■ ; , , 

Explain ways i*n which a 
manager could improve thfr" 
morale and efficiency of* 
a department. ^ ■ 

Prepare a list of attri- ■ 
butes that make any 
manager effective,- 

Select from a list of 
business competencies 
those needed by a credit 
manager,' 

State five probelms that 
might arise in the opera- 
tion of a credit dejart- 
ment which would be- 
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" . , ' • directly or indirectly ' 

I I' ' ' • -....,J2"sed .by the manager's 

. "a'ctions-.- .TTien, prepare 

, ' ' .a list df pitfalls which 

managers .should avoid. 

Arrange for a field iM^^ Compare the field trip observa- , 

locals credit bur(|W;'oi tions of credit job duties with. 

Prior to the trip' jiifcss with^ those previously discussed in class. ^ 

the students points to look' for. ' . i 

Ask the Manager to explain the , Give'exanitles of actions that , V. 

operations of the department and ' night be |ken'by a manager' to im- 

to detil the duties aiid respon- prove the. effectiveness of the 

sibility of the<various ^positions, credit operation. 

h puijiU lAppeitda I) mij hi . ■ \. ' 

mi ts (M^zc 4 optMjD^iJ^ oi 

Tlia ptoj'ect wfti/ be Wed flioHfl ' 



;.t\ 



I 
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Perfomiance Objectives Instructional Suggestions ' Student Learning Experiences . Evaluation Suggestions 

Explain the importance Explain % a' credit manager has 1j( Explain the importance of using- tact Give examples of situa- 

ofibeing able* to' col- collect overdue, accounts and at tjie and common sense when collecting tions )fhen it wouy 6e ; 

lect overdue accounts same tile maintaining good customer. * accoiints receivable. advisable to collect 

y stiil maintain relations. (Ref. I) ... / ., ■ , a debt even at the risk , 

good customer , /• ' ' of losing the individual 

relations ■ / \ as a customer. • 



. Develop with students the different Review several tlacher-prepared 

classes of credit customers based balance sheets anjl s|atements of 

" on the risk involved. (Ref./A) income and then assign a credit 

' ' ; ' risk tO| each based on working J 

'Explain that credit people .lisually cajital, sales, acisojints receivable, 

indicate:' - J , : ail |llowances for bad debts. 



' • 70 percent of all custos .■ 

' , . will pay for what tiiey pur- . ' : ^ 

' - . ' chase' ' ■ . , j , ' *■ ' ^ ■ " . . • ' 

• 20 percent will be jlow in i ' ' / . 
i ' • paying biit will p^y ^ 

• S percent will bellow in V * ' 
;, paying but have /a reason • i^} 

' • ^ 'for tlje delay / , ' ,. \ # 

.' • 5'percent will be very dif- ^, ' . i 

/ ficultitoget^opay ■[ ' . . ' ' ' . p . 

■ ' (Ref. A; Ref. B; hf. t) ■ . ' , , 

' ' Explain h^! adequate investiga- ' list* the steps to use^ when screening Explain how proper ^ 

' . tions^and careful/screening of an, applicant for credit. 'Screening techiiiquw tend 

'.' ' . ' applicants can reduce the number ' , to reduce the, -numbl of ' 

, ' of overdue accoifh'ts that are , ' overdue accounts. 

' ' , : difficult to collect. " . • 



Explain t)/e impor- 
tance of klyzing 
accounts /receivable , 
on a regpUr basis. 



Use' a. chart or transparency to 
i show the shrinkage of defHnquent 
accounts 'over a period of time 
extending from 3 months to 3 
years. .'(Ref. A;M. B; Ref. E; 
Ref. H; Ref. I) 



/■.' 



Explain how to 
devej(op an effec- 
tive procedure to 
collect accounts 
receivable 



Discuss pow the collection policies 
' (liberal'or restrictive) of a 1 
.business affect the techniques ujed 
to recover accounts receivable. 



Age several teacher-prepared 
lists. of accounts receivable and 
develop a chart that shows the. 
shrinkage of the' delinquent ac- 
count dollar in each case., 

List reasons why a, business 
should age its accounts receif^ 
able on a regular basis. 

List four major credit policies f 
(granting arid collecting) avail- 
able to businesses. . 



Discuss the importance of establish 
ing a collection timetable for thei 

• Firm , 

• Credit manager 

• Customer 



Explain the different Develop the general steps to tise 
' methods a firm may use to collect accounts including: 
/ *to collect accounts 
receivable and indi- , • Routine reminder 
cate when each would • Personal foliowup 
be appropriate : * Drastic or legal action 
(Ref. E, Ref. H; Ref. I) 



List reasons for establishing a 
^ timetable for 'Collecting accounts 
receivable. 



List the general prooedureSia'' 
credit manager can use to collect 
oyerdue^counts. 



Compare the rate of ' 
collections of accounts 
receivable to the time 
they have been outstanding 
and indicate the'inplica- 
tion this has for tie: " 
credit manager of a 
retail store. ■ 



Explain which of 'four 
credit policies avail-, 
able to businesses is 
the most equitable and ' 
why. 

Explain how a business • 
tan use 'a collection time- 
table to assist, in main- \ 
tainirig a systematic 
metbod-of collecting over- 
d)/e accounts. 

Develop a collection 
procedure for a retail' 
store and for a whole- ■ 
saler. ' " 

.List choices that .a • 
credit manager has when , 
a delinquent customer 
ignores the fourth , 
collection letter. 



Develop with the students specific 
ways of collecting accounts receiv- 
able along with the advantages 'and 
disadvantages and uses for each' . 
method. Include such procedures as; 

• Invoice 
' • Statement 



•Rate the different ways, of collect- List five' different 
ing accounts receivable on a ^three methods of collecting 
point scale as to the probable . overdue accounts and 
success in getting customers to pay give the advantages of 
their accounts. ■ , each and identify the 

situation? in which the 
■ various methods would 

be effective. 



Perfortnance Objectives Instructional Suggestions . Student Learning Experiences 



Explain the different 
nethods a firm uf use 
to collect accounts 
receivable and indi- 
cate when each would 
be appropriate (cont'd) 



Collection letters 
Certified letter ~ 
Telephone • 
Telegram 
Bank. draft 
Personal visits . 
Collection service 
Attorney , 
(Ref; A; Ref. B'; Ref. E; Ref. H; 
• Ref. I) 



List the different methods of 
collecting accounts receivable 
in the order tlfey are likely to be 
used. ) 

Analyze saiples of different nethods 
used to collect accounts receivable 
and arrange in order of their 
effectiveness,* 



Evaluation Sygjestions 

State reasons why ^hj''., 
approaches or appni: jo? 
collecting overi£Kco6nts 
should be arrM'in a 
definite s^ej^s 

Coiiipary|ti^l{e of a 
certifm' letter ;With a 
collettioiv letter sent ., 
re^lar nail in getting 
ari'individual to pay '. 
an overdue bill, 



Explain how to trace 
a delinquent customer 
who has "skipped" 



Explain the use^of 
form letters in col- 
lecting overdue 
accounts 



Develop procedures to use to trace 
delinquent customers who have 

"skipped" including: 



« Information on appl^Stion 

• Armed Service recoris 

• School records 

• Motor vehicle records 

• 1/tility company records 
t Other businesses 

• Credit bureaus 



Develop 'the advantages and dis- 
advantages ^f using form' letters 
to collect overdue accounts. ^ 



List in the order of their useful- 
Tibs the various methods used to 
trace people who have "skipped" 
out on a debt. 



List the advantages ani 
tages of using form let 
collect overdue accounts. 




Explain how to trace- a 
person who has "skipped", 
out qn a debt. 



Indicate ^he reasons why 
a store will use a form 
letter fj)r collecting 
overdue accounts rather 
than developing a personal 
litter for each account.- 



Discuss how a collection letter 
is prepared, including: 

* Form and content 

• Tone 



List phrases' that are used in col- Prepare a list of terms 
ilbction letters which indicate tone, and expressions that have 
appeal, and attitude; been used in collection 

correspondence and indi- 
cate in each case a more 
positive and effective 



UC 



i ' 

• Attitude- 

• Personality or distinctive- 

ness 
(Ref. A) 



Discuss different types of letters 
used to collect overdue accounts 
including the; 

• Notice 

• Reaiinder ■ . 

• Personal 

• Final 
(Ref. A) 



Discuss collection letters used 
for special situations such,'as: 

• High credit customers 
' • Installment customers 



Review sanples 6t different types 
of letters used to collect over- 
Hue accounts and indicate where 
each would be used in the ed- 
uction process. 



Explain why collection letters 
used for high credit customers ' ■ 
.would differ from the usual stan- 
dard collection letters. 



way of saying the sane 
thing. 

Analyze several sample 
form collection letters , 
from stores and banks 
lis to content, tone, 
i, and attitude. 



Select from a series of 
prepared letters which 
are used, to collect 
overdue accounts those 
that would be appropriate 
for each of several teacher- 
prepared situations. 



Prepare a letter to be 
sent to a delinquent 
debtor who has ignored 
four previous coi]iunl 
cations. 



f 



Selesfrom sample, col- 
lectin letters those 
thatifould be appropriate 
for high credit customers. 



Select appropriate 
collection techniques 

that relate to the 
causes for the 
delinquency 
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Discuss with the students causes 
for customer delinqueticy and ^ 
develop appropriate approaches 
to use in each case. Include - 
such items as: 

• Circumstances 

• Loss of employment ' 

• Sickness . 

' Death of customer or 
close jelatives v .\ 



List reasons why people fail to Analyze teacher-pirepared 
meet collection dates and indicate situations involving the 
the approach that should be used failure' to pay an account 
in each case. on time and indicate 

in each case which method 
of collection should be 
used and why. 
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Performance Oljectives Instructional Suggestions Student Learning Experiences Evaluation Suggestions 



Select appropriate 
collection techniques 
that relate the 
cBusea'for the 
delinquency (cont'd] 



Identify the charac- 
teristics of a person 
who is a chronic 
delinquent cus- ' 
toner 



• Natural catastrophe- 

flood, storm, fire, 
theft, drought 
. • Poor economic conditions 

• Personal " ■ ' ' 

' ■ Misunderstanding of credit < 

items - 
Dissatisfaction with 
merchandise or service 

• ' Unintentional oversight 

■ Failure to receive notice- 

bill lost in mail, moved, 
wrong address ■ 

• Poor molley management , ■ 

• No intention of paying , 
eBusiness , . ^ 

• Shipping and/or pricing 

errors 

■ Misunderstanding of billing 

or credit terms 

• Quality of merchandise 

■ Late receipt of merchandise 

• Overbought or slow-moving items 

• Lack of capiti , _ ■' 

• False representation 

' Bankruptcy , ' " '.^ 

Develop the characteristics of the List the characteristics of an • 
chronic delinquent customers. individual that is a chronic de- 

. linquent customer. 

■• * 



Discuss the factors that would 
affect the granting of additional 
time to a delinquent customer in- 
cluding: 

• Reasons for needing #re .irae 



List situations when .conditions 
would. be justified to graht an 
extension .of time to a delinquent ^ 
customer. | 



Explain the different 
ways it may be possible 1 
identify a chronic da- • 
linquent customer, -f 



Analyze teacher-pie- 
pared problems and indicate 
in, each case vhethei or 
not additional time 
should . be . extended an,d 
why. 
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♦ Wofibility of proposed plan , ' * ' ' ■ ■ ^Prepatt several case. ' 

♦ Amount owned by customer , . > • . ; , . . l\istq?(es 'involving the . 

♦ Past experience of customer' , ry. ,.' - v ^ .request jo^ more time 
(Ref. A) ■ ,,;jV ^/' . ';' ' / wi^^^^ 

' . I " : /gtudeats . and indicate ,;■ 

■ , ', ■ ' ' whetheror riot additio|- 
; 8l tilw wouId,,i1}e 'granted' 
'Vifiwcli' case md. Shy,. ^ 



Explain legal methods De|lop with students the legal Ltst^he l^gal' aj)proaches that a StaMRe 'circumstances ' 

available to assist approaches available to assist ' credit" manager lay m to, asM'sj;. ^ thatleuld !force a cre^t- , . 

in collecting over- in the collection of overdue ' inP colling overdue* accoun|i': ^ jfanager to use the gamisbl' 

due accounts accounts idldentify the cir- . '•' ment, of .Hages to collect 

' cumstances under which each ' ; . • 1. an-ovcduel accciunt! 



would be used. Include such ■ / u ■ s.V 

t 



items as:, # ' ' '.'t. ■ ■ ,■• 



♦ Atttichment i 4r. ^" -^ ;i • ' - ' . - • . 



« Garnishment 



•Lien '/V 'v-'j^' ? t • ;,v 



. Invite a' manager of a credit Summafiz| thjjpyi*p^^ '^^ '"• *, 
} department or bureau to discuss the guest spe A 

methods used to collect overdue . ' ' , '^'^F^^^^^ '■'^ \ ; ''f,' 

. / .punts.' , , ..^^t'lj^:: ^':<.^l;v ''i-x' 

Perform. the basic ^ Deilelop with the students the . List the techniques a;c(fllector .' }. 

duties of a coUec- approaches a collector could , may use to |ll«ct overfl^i' ; " ■> \ 
' tor under siiiulated" use to collect overdue, accounts. accounts and giveithe situations , ... 
'conditions >. ' . wheih ^ach would.be appropriate 

to employ. 

. ' ^ ' Show the techpiques to follow Role play situations^hich State the c\rcumstances - 

when using the personal visit to pesrsgal visits are^used to col- when personal visits , 

^ collect an overdue account. lect overdue accounts. Jlav,e , woiild be used to collect 

- , , students re|rse tieir, roles. • overdue accounts. ;<;>).... ' / 

, , Indicate the circumstances when Ask other mlibers of thi class 

\ a personal visit would be used to comment on the efifecnveness ^ List the advantages of 
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by the following to collect an ^ of the .approaches used ani sug- , . using the personal visit 
overdue account; , , gest ways to improve the tech- to collect overdue ac- 
• ' niques, couits. 



57 



Performance Objectives^ Instructional Suggestions Stident Learning .Experiences Evaluation Suggestions 

Perfom the basic «, Retailer ^ - i ' ' 

duties of 4 col'lec- • « Wholesaler , • . . - * . ' 

tor uniier simulated . » Manufacturer , • ^ . 

conditions (cont'd)' (Ref. A) " ', ' . ' , / 

' Discuss the guidelines to follow ■ Prepare a list of questions a col- Make a list 'Of possible 
when using the telephone to make lectOr might ask a ijflinquent cus- reasons individuals might 
collection calls." Include illegal tomer when using the telephone to give for not pa)(ing their 
, , calls made to frighten, abuse, tor- collect an overdue account, bill ah|prepare an ansVerj- 
nient-. or harass the debtor such as! • f that a collector might. 
f ^ ' ' , ^ give for each reason. 
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Calls at odd hours of th^diy • 
' ' or night ' ' , ■ 

•« Repeated calls (more, than one . ' ' 
■ ■ ^ .per week) ^ • ' , 
' ' ' * Calls to third'parties j . 

* • Calls to place of emplpjient ' * • ■ 

Invite a representative of a cpl- Suiparize the main points made by List the skills" and knowl- 

» lection agency to discuss methods the west speaker. edge needed for^the job 

of collecting overdue, accountsi [ ,, of collector. > 

' : .and "skip" tracing.\V % ■ ■ ' ' V ;.; ' . 

Demonstrate a knowl- Discuss how to write a letter of Develop a personal data sheet. ■'Write a' lettefo^appli- 
. edge of how to application and make a personal' ' ' cation'for a^s^^fic . ' 

apply for a job -datasheet. (Ref. F) ■ • . job in the J^Id o£ 



credit.' ' A, / ."V 



^ Show how to complete an applica- ' ; ' a V •.Cwlets'J^n application 

' tion blank. Emphasize the impor. ^ b|nk,iij> acceptable 

,' • ■ ^ tanceof; ' ' • , • , FT 



;ness 



♦iMowitig instruction \ , f > • ^ " '^fil^^ 

• Coipleteness , ' 'J ' j ;^,„ ' > .' f ' ^^Y/'^'''' \ 

Discuss how to prepare, for ajob. ..J , ' , E);plein;hpw *^j)repare . .^^^^ 

inteniew. (Ref . E) > , J y- v ■ . : jor'an.injepw, 
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Discuss hoH to act and answer Indicate why It Is important to Prepare a list of ques* 

questions during a job intenlev, go to the Inteniew alone. tlons that might be ap- 
Explain that an interview Is an propriate for a person 

opportunity for the exchange of ' , to ask during an inter- 

ideas and that the applicant , view, 

shotild feel free to ask questions 

relating to the job and its dities ' ' . 

,and responsibilities.^ 

Invite a manager of a credit de- Use the DECA Job Interview Rating Explain how a person 

partient to give mock Interviews Sheet to rate those students who sRCuld conduct himself 
and to explain how he expects an , participated in the mock job ^ during ^ job interview, 

appli^^t to conduct himself during interviews, 
an interview. \ ■ ■ 



\ 
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Perfomunce Objectives ' Instructional Suggestions 

Explain basic Discuss 'the practices covered and 
practices covered by the limitations imposed upon a 
the Federal consumer person or an agency that extends 
protection laws credit to consumers by the fol- 

lowii|e Federal consumer protection 

laws:\ 



Truth in Lending Act 
Purpose 

' Kinds of business affected 

• Information that the con- 

sumer must be told about 
open end credit (credit 
• ■ . cards and revolving 
charge accounts] 

• Information that must be 

included with monthly " 
statements i 
; ' Infflfmation tljat the con- 
sumer must ^e told 
about loan^ and sales 
credit . 

• Provisions that apply to 

real estate-purchase or 
used as collateral 

• Restrictions affecting ad- 

vertising of credit 

• Restrictions on the use ^ 

of credit cards 
■ Provisions for enforcement - 

• Penalties for violations , 
Fair Credit Billing Act (amend- 
ment) 

• Provisions ' 

' Creditor's responsibilities 
. after being notified of a 
billing error 



lUSEOFCeil 

student Learning Experiences 

Examine .the regulations relating 
to the use of credit cards provided 
by several firms to see if they are 
making the proper disclosures. 

Examine the monthly statements of 
several retail stores to see if 
they are making the proper dis- 
closures. 

Examine the regulations of 
several loan companies to see 
if they are making the proper dis- 
closures. ' 4 

Examine several advertisements 
for credit to see if they are . 
making the proper disclosures antl. 
using the correct terminology. 

Explain why it is important for 
credit granters to use standard 
terminology when making disclo- , 
sures. 0 

Explain how the Federal consumer 
protectioj><*8g have affected the: 

■ » Cost of credit 
• • Arrangements for credit 

' Terms and conditions used 

• Offers of credit. . 

\List the media included in the 
i^estrictions for credit adver- 
tising as specified in the Truth 
in\ Lending Act. 



Evaluation Suggestions 

List three types of credit 
transactions affected 
by the Truth in Lending 
Act. 

Identify from a list of 
charges those that may ; 
be included in a finance 
charge according to ' 
the Truth in Lending 
'Act. . ^ * . 

Explain how the finance 
charge must be shown to 
the customer^ ^ • . 

Contrast the disclosures 
that have to be made to 
a person having a retail 
installment credit agree- 
ment with those that 
have to be made to a 
person having a retail 
installment contract... 

Explain three respon- 
sibilities of a firm that 
issues credit cards to 
consumers. ''v 

Explain how finance 
charges are treated 
during the error reso- 
lution process. 

Explain two responsi- 
bilities of a contractor 



fi 'ERJC 



V 



, • Equal Credit Opportunity Act ■ 
'' ' Provisions m 
• Creditor's resplsibilities 
(Ref. Equal Credit Opportunity, Reg- 
ulation B and Truth in Lehdinj;; Reg- 
ulation Z published by; Federal 
Board) ■ •■ ": 



by the New York 
State cons,uiiier 
{2 protection, laws 



State how the Truth in Lendinn 
Act has made the extending of 
credit competitive. 

List the responsibilities of 
creditors when they have >eei^ 
notified by .a customer that \ 4' 
there is a billing error. i 



billing 

List two penalties for viola- 
ting the Truth in Lend|j Act. 



'I' 



making a major build- / 
ing repair when the house 
is used as security in 
the transaction for credit 
for ^he, payment of those 

j)j|e a copy for an ■ 
'■adv^ttlsement for credit 
fol a, l(3an company. 



Explain the basic , V Discuss the practices covered. and . 
prac^ces covered the limitations imposed upon a 
"person or an agency- that extends 
credit to consumers by the follow- 
'ing New York State Consumer pro- 
tection laws: 

• Retail Installment Sales Act 
/' Definitions .'' ^ 

• Buyer's rights,, 

• Penalties ' 

• Creditor Billing Errors 

• Definitions 
; ' Consumer's rights 

• Penalties ' 
» Debt Collection Procedures 

• ' Definitions 

• Consumer's rights 
^ ' Penalties 
' Credit Cards and Credit De- 
vices 

•Definitions 
(Mlonsuraer's rights 
' •, Consumer's obligations 



List the restrictions imposed .•;„ 
upon creditors by the Equal ,.<f 
Credit Opportunity Act. ' „', ■ 



.Examine the retail installlient 
contracts froni several sources 
to see if they are making the 
proper disclosures. 

' ' '.' * 

Review the' rates " of .credit ' ser- 
, vice. charges from' several courses 
to see j:[iat the amounts do not ■ 
exceed the legal limit for such 
charges. 

Role play situations in which a 
collector is trying to collect 
an overdue account, Have the 
other students detect illegal 
procedurbs'and suggest changes 
so these illegal techniques be- 
come leg^l. , 
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Prepare the necessary 
regulation! for a retail 
store that has decided to 
issue credit cai'tfs to 
itJ'^stomers.; A 

Explain the teSponsi- 
bilities of the seller 
when credit is granted 
as spedfied by the 
New York State Retail • 
Installment Sales Act. 

State the 'maximum service 
charge that may be in- 
cluded in a retail in- 
stallment agreement. 

Indicate the circum- 
stances when a buyer 
has the right to cancel 
a contract or obligation. 

State two items that 
must be listed in the 
Notice To The Buyer on 
.every contract or 
ion. 



Explain the seller's 
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PerfonnKic* Objectives - Instructlona) Syggestions ' Student Leirnlng Experleppes Eyaluatlph SuggiitliOns , 

^ ;r,ekponsibllitles wlien 
^ I customer Bskei I pW' 



Explain the basic 
practices covered 
by the New York 
, State consumer 
protection laws 
(cont'd) 



/ 



• Credit Discrimination 

• Definitions 

• Consuner's rights 
; Enforcenent 

( Mortgage Escrow Apunts 

• Definitions 

' Consumer's rights 
(Kof , Consumer law Handbook pub- 
lished by New' York State Consumer 
Protection Bbard.) 

Discuss the guidelines suggested 
by the New York Telephone Company 
for debt collection calls. 

Indicate tliat the Federal law does 
not establish maximum limits for 
Interest rates but the State law 
does set a maximum |lmit for 
these rates. State these maximum 
.rates of interest. , 

Discuss any local laws or agencies, 
that are concerned with tile granting 
of credit. 



'.^fcaW^ 



Give the action a lel^e^ 
nay tiik^whtn a buyer ^ 
» 4efau^vn^r a reVail 
instalment 'oe^ifact. 

Stitethe seller^ s " 
responsibility when, a ' ' 
' buyer diim) there .is,>an i 
error in his bill. , , 

Explain the creditor's » 
legal responslblities • ; 
when collecting an over- ' 
due account. 

State the legal limit - 
of liablhty of a holder 
^of a credit card that has 
befin lost and properly ' 
reported, 

Give the creditor's' • 
responsibilities when • 
cVedit is refused to a , 
person t^ho requests it. 



State the minimum' rate of 
interest that is set 
on mortgage escrow ac- 
counts. 



Explain the basic 
regulations govern- 
* ing the reporting 



Discuss the"* practices covered and 
the limitations imposed by the. 
Federal Fair Credit Reporting Act 



Locate In .the Yellow Pages of the 
local telephone book the names of 
all the credit reporting agencies 



State the responslblities 
of a credit reporting 
agency when issuing a 



^.Qf consumer credit 
information . 



, and the New York State Credit Data 
Reporting Act on credit reporting 
agenbies. Include' such iteis as: 

• Purposes of acts ■' * 
' • Definitions 
► Consumer's, rights 

Penalties 
(Ref . Consumer Law Handbook, pub- 
lished by New York State Consumer 
Protection Board) 

' ' „. . _ 
Invite friends or relatives of 
students who have had dealings 'wit^ 
a credit reporting agency to dis- 
cuss their experiences and the 
'• outcomi6s. . ' 

Develop with the students the role 
of the ^rii^lt«^^po|:ting agency 



relative tow granting of 
credit. 




in the area. \ ' 

Role piay a situation where an 
^individual requests a credit , 
'reporting agency to reveal -the ■ 
nature and substance of;>ali the 
credit information in hl'i.file. 
'Have other students check to 
see that the released infomation 
'is within the context of the law. 

Develop a composite list of all 
the information that might be 
included in a person's credit 
file. . ' ' 



consumer report, 



Consider the poslipon of a firm 
who refused a request for credit 
being asked why. A similar situa- 
tion probably exists in class. ' 
Each student may be willing to 
extend credit to certain of his 
friends. but not to others. Ex- 
jyiain why he might be unwilling , 
to tell those to whom he would , 
not extend credit the reasons 
why. ' ' ■ , 



List four types of in- 
formation that may not 
be included in , a 
consumer teport for 
transactions involving, 
less than $50,000. : 

Explain the' respons|- 
.bilities of a credit n- 
porting agency when an-," 
indi\d^ual requesty'io 
learn the nature and 
, substance of ail the : 
' information in his/lile. 

Indicate the Tc|pon3f- 
bilities of a c|ed|t 

, reporting agency {(hep an 
individual notes that . 

. his file contains in- 
accurate information. ' 

List three items that a 
credit reporting agency 
may release to aiin- \ 
, dividual when re(^ested. 



Explain the responsi- 
bilities of a credit > 
reporting ageiicy when 
. an individual requests 
' ' the reinvestigation of 
specific information 
'r-^O'i'icli ^^^^ is inac- 
curate. 

Prepare a sainple credit 
file including all the 
information a retail 
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•Explain the basic ^ - . ; 

regulations govemr • " , 

ing the reporting*, 
fof consumer- credit , 
' information' Ccont ' d) Show, how it is possible for credit 
granters,to use'the same law to 
'Teach different' Concluslwis on the 
'- . ■ ■ wa/i^the credit ijoay be granted. 



List the 'responsi- 
bility of the Fed- 
eral and State 
agencies that regu- 
late or handle com- 
plaints about the 
granting of credit 



Invite an official of a local 
credit reporting agency to discuss 
how the Fair Credit Heporting Act 
affects the operation of the; 
bureau. 

Invite a representative from 
th6 State's Law Department on 
Consumer Frauds and Protection or 
the State's Consumer, Protection , 
Board to discuss the responsi- 
bilities of the creditor when 
granting credit. 

V 

Discuss the Federal and State' 
agencies that regulate or handle 
complaints about the granting 
of credit. Include such agencies 
as: 

• Federal Trade Comission 

• U.S. Post Office 

• Bureau of Consumer Frauds 
. . and Protection 



Prepare a chart that shows the 
name and important features, of. 
each law that regulates the 
granting of credit. • . 



Sumarize the main p(^nts'iitde 
% the speaker. 



store would like to 
know, before, extending 
credit to a person. 

Analyze teacher-pre- 
pared' problems relating 
to the granting .of credit 
, , and indicate the law or 
laws which govern, eacli 
situatiop. 

Discuss the need for 
\ further consumer pro-, ' , 
tecljipn or the adequacy ' 
ofie current laws. 



Summarize the main points made 
by the speaker.'' 



Prepare a chart sMing tlie , 
various Federal and State agencies 
that are concerned with inspec- 
tions and violations related to 
the granting of credit. 

Make a M of the names, addresses, 
and telephone numbers of local and 
district offices of agencies that 
deal with inspections and viola-, 
tions related to the uranting k 
credit. 



Analyze teacher-pre- 
pared problems about 
inspections and inves- 
tigations relating to ,^ 
the granting of .credit^' 
and indicate the agency 
which would be, concerned 
in each case. 



■v. 



Explain the legal 
acitions a creditor 
can take when 4 
customer defaults 
on a retail! 'credit 
agreement or 
contract 



/ 



'V 



Discuss the advantages and dis- Explain the legal steps a. creditor , ftnaljrze teacher-pre-L ,.• / ' 
advantages of iprious Actions t)iat would take in achieving a collie- ^^red ^ififault probliS 
a creditor can take to collect inortey tion by the use of : 



due him. Include such actions as: 

•'Collection agency 

* Small claims court 

• Law suit 

• Judgement 

■ • Lien • . * 
; ' Garnishment of wages 

• jlepossession and resale 

Arrange for the class to visit 'a 
.small claims court hearing.' 



Explain the regulations and 
limitations related to the garnish- 
ment of .wages that are imposed' by 
Federal and State laws. Include 
such laws as; 

• Truth iii Lending Act 

• Income Execution and Wage 

Assignmeilts 

Discuss the frequency and 

give ^xaii^jles when to use each / 

method of collection. 



•Invite manager.j,of a collection 
agency to discuss -varigus methods 
available to ^pllect overdue 
accounts. ' ' ■ 



Demonstrate a' know- Discuss new and pending laws that 
ledge of new and pend- regulate t}ie granting of credit, 
iig iegislation that . 
relates to credit \ 



• Siall Claims Court 
ien. 

iepossession of goods 
'Garnishment of wages' 



' 01 

11 
\ 
Gi 



'\ and lilj the i^al, stbs ; , 
a ctAor cottldViake.in'jii 
each situation to , cplri, 
lect the money owed'. • \J 



live students report on the steps 
creditors indicated Jh^y used to 
collect payments prior to coming to 
court. 



State the tesponsibili- 
ties of a creditor" when 
he 'resorts' to th^ garnish- 
ment of a debtor's wages. 



Prepaka^hart showing the ad^ 
vantages , disadvantages, and 
conditions when various methods 
of collecting money would be 
appropriate. " : ' 

Summarize the main points made 
by the speaker. ^ 



List the pending laws 
that will effect the 
granting of credit.' 



■ APPENDIX 

Appendix 1 ' * " / 

$T0OENT PROsJECT 



THE STUDY OF THE Of E,R AT I ON OF A RETAIL CREDIT DEPARTMENT 

Descriptive Title: ^ . / 

Analysis of the Operation of a Credit Department - in a Tlet Store- 
with Related Work £xperienqe 

OWectiye or Purpose : 

• To develop an OverView of the ^otal operation of a credit department 
by conducting interviews and mking observatioiis within the department 

• To become better acquainted with the jairious functions of a credit 
department by completing a series oflbb analyses . .1. 

• To become aware of the human relation factors and skills which are 
necessary for the effective^ operation of a credit department ■> ' ' 

• To identify the- 4na;^eyialsAequipi!toit ,-._a^^ normally uyd .in 

• operating a credit department '\ • - • ' ' 

- • To' identify the ideal location ^and layout of a credit department \ 

• To analyze the' costs of maintaining a credit \iepartment (may be 
. optional) ' • 

nature and Scope ' 

.Vh|.5 woject is designed to provide lelajrning experiences for the 
' " wishes to pursue a career in reml credit. Approximately 6 

red to complete the various activities if a stud^t work 



/'weeVs^ 




station-^is available, The project may^also be completed through a 
"^adow" exf^riencei and interviews with credit department employees in a 
3 to 5 day period. ' \ 

^ ' \ ■ 

MSt^rtals, T^uipment, and Resources: 

• AS X 5 card file with index cards 

• Graph paper for charts and layouts 

• A large notebl^ok . 

• Letter size manila folders 

Preproject preparation: 

• Review credit information previously studied, such as unit notes, 
texts, booklets, and films 
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• The student,, wiflji help from the instructor, will design a plan for 
completing the project* Some of the items to be included are: 

• A time schedule 

• Forms needed for accumulating information: 

- job analysis forms > 

- interview plan and questions 

- work-flow chart ^ 

^ - human relations evaluation sheet 
^ A - inventory sheet 

- operating cost summary sheet 

- work experience. daily summary sheet 

• Checkpoints for progress evaluation >^ -.-^ . 

• Format for a writtei^,^ final rifeport 

• Evaluation procedures 

• Thil^instructoT should secure ^ training station in a local retail 
ewdit department. (The Srcope of this project is limited somewhat 

; A af a training section is not available.) 

Step-by-^Step Descri pti on 

■ v.: • ■ ■ . • 

^ interview the credit manager for an orientation to the department, 

• Complete a job analysis for each job in the department.. Include, 
job duties, responsibilities, requirements,, an^, a t)^cal day's 
work. Prepare a work-flow chart. ' " ; • 

. • Observe and list the human relation skills used;^ effectively 
operating the department. '^'^ 

• Complete a descriptive departmental inventory of , the equipment, 
materials, and supplies, forms, form letters, and reports. Include 
samples when appropriate. 

• Write a description of the appearance and the location of -the 
department within the «tore and prepare a floor plan. 

• Determine the costs of operating the department • (optional) 

• Analyze th^ information accumulated and identify the strengths and 
weaknesses. Include suggestions for improvement. 

• Identify areas of potential work experience. 

• Write a summary of each day's work.* 

• Reevaluate all information gathered to this point in the light of 
your work experience. Also adjust strengths, weaknesses, and 
suggestions which were previously identified.* 

• Prepare the final report according to the format explained under 
preplanning. 

Evaluation 

• Evaluation should be continuous througktS^ the entireyproject 
according to the checkpoints devised ^ the instructoi 
student for the project pian. 

• The student should do a self-evaluation on the project^^ 

• The instructor should evaluate the final written report. 

• The^ employer (credit manager) should evaluate the stu4.ent's work 
experience on a rating sheet provided by the instructor.* 

• The student should be given an oral and/or written test developed 
by the instructor and credit department manager. ^ 

* For, the student who T^employed in a credit department. 

* 37 . 
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Rent - Syracuse Film Library. 

If an elephant answers J New York Telephone Co. 196^. 26 jnin. 
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^ ' /■ 
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79 



Your job: getting ahead. Coronet , Films. 1969. 15 min. sound, 

color. Rent - Business Education Films, Syracuse Film Library. 
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The job .interview. Eye Gate House. 30 frames, color. (Occup. 
ed. ser.) Purchase - Eye Gate House. 

On the job. Eye Gate House, sound, color. Purchase - Eye i^|te 
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Preparing for an interview. J.C. Penney Co. 6 min. sound, col 
Purchase - Local J.C. Penney Store. 

transparencies 

Following mles. United Transparencies, Inc. 15 transparencies 
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Guide to finding a job. Scott. 7 transpareneies. Purchase - 
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How to find. a job. Tecnifax Corp. 7 transparencies. Purchase - 
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Purchase - United Transparencies, Inc. 
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• 525 West 42d St. 

New yorlc, N.Y. 10004 

Bank Systems and Equipment 
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1501 Broadway * 
New York, N.Y. "10036 

Banker and Tradesman^ 
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89 Beach St j^^ 
Boston, Mass. 02111 

Banking 

Simmons- Boardman Publishing 

Corp. % 
350 Broadway 
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Dow Jones and Company 
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New York, N.Y. 10007 
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American Collectors Asso- 
ciates, Inc. 
4040 West 70th St. 
Minneapolis^ Minn. 5543S 
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Credit and Financial Management 
National Assn. of Credit Managers 
475 Park Ave. , South 
New York, N.Y. 10016 

Credit World 

International Consumer Credit 

AssociatjiSn 
375 Jackson Ave. 
St. Louis, Mo. 63130 

Financial Wortd 

Butler Publishing Corp. * - . 

919 Third Ave. 

New York, N.Y, 10002 

■t- ■ 

Governmental Finance 

Municipal Finance Offices Assn. 
1313 East 60th St. 
Chicago, 111. 60637 

Installment Retailing '' 

Installment Retailing, Inc. 

38 West 32Sid St. 

New York, N.Y; 10001 

Mortgage B0t^v '% 

The Mortgag4|g||Bnkers Assn. of 

America, 
1125 Fifteenth St. NW. 
Washington, D,C. 20005 
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America. Banker, Inc. 

67 Pearl St.*iv 

New York, N.Y. 10004 

American Bankers Association 
Installment Credit Commission 
1120 Connecticut Ave.^ NW. 
8(a?hington, D.C* 20036 , 

American CoUectors Associatjji^^ 
Box 35101 ^ 

Minneapolis, Minnl 55435 

American Marjc'feting, Assppiation 
222 South Riverside Pl^za " 
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Chicago, 



■ 60606 



Associated Credit Bureaus, Inc7 
6767 Southwest Freeway 
Houston, T^xas 77036' 

Business Educatio*i Films 
5113 Sixteenth Ave. ' 
BrodKlyn, N.Y-. H2&4: " \ < 



^iaxse AcQOunt^, Bankers ; 
112(51 Connf^cticut Ave, , NW. 
Wil^hingtcn, D'.Ci ^0'S6 ^ 

Coronet Films* 
Coronet, Bldg. 
Chicago, 111. 60601 

Credi*t Women-International 
2051 Railway« Exchange Bldg. 
St.v Louis, Mo.' 63101 

Cllwir Internationa si? 

Box 451 _ . , . 

Madison/Wis/ S3701 ^ ^ ; * 

^ ' ^ . : ' Handy Organization 

"^Dun and Bra^dstreet Publicaty>n Corp. 2821 East Grand Blvd. 

Box 3088 / 'Detrpit, Mich. 482U ' 

Gran4 Central Station ' 
'IJ^w York r N.Y. 10017 ^ • ' ' ^ v 



Ency c 1 opedia Br i tannios^: £^utc|it ional 
1150 Wilmette Ave. > " / 
Wilmette, III, *60091 

Eye~Gate Hpusi^, inc . 
,146-01 Arch'er Ave. 
Jamaica, N.Y. 11435. 

Faifchild.Pu^itat ions ; • Inc . 

7 Ba^l^ liSijJ^ 

New tbfkii^^ 10003 ^^ 

Federal Reserve System 

Board o£ Governor is • i 

Washington, Q.C. 20551 

Federal Trade. Commission / ' 
Sixth St . and Penn§ylv:*^>ii Ave.v 
Washington^ D.C. .-;2^580.';' . 

: - : ■ *■ ; „ '^^'^ ;■ . V V'' • 

Gi^egg Publishing Co.' ■ 

Princeton Road " ^ ^ 

Hightstown, N^^J. . 08520 7 

Indiana University' _ : ' ' ij^ 
Audio- Visual. Center <: 
Blqomington, Irtd. 47403 

"^lAternaticJnal Cqnsumer jCfedit Assn; 
375 Jackson Ave. 

-St. -Louis, Mo^^ ^63130 . ' , 

Intemutionat Flirt Burejiu 
332-Sot|th Michigan Ave* / • 
Chicago, 111. 6Q604 

Richard D. Irwin, Inc. y " 
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•'C West 42 St. 

^ /iVjiJJw York, N.Y. 10036 

' . ' /^Mode^ni. Talking Pictures 
/i;? i2l West Chippewa St. 
- • JB^iffaloV N.y.. 14202 

V^lontgbfaery Ward and Co., 
.'Incorporate Training Dept. 
r^;. 619 West Chicago Ave. 
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Chicago^ 111. 
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NCR Corporation 
Main atnd K Sts. 
Dayton:, Ohio, 4S409 



: ^ of B^k*Women 



,--j^y"^..:U Ei^st Wacker Dr. 
J,;^^|^.Chi<2f^c), 111. ^0001 

ffational Association 
.^Management, 
475 Park Ave. Sout 
New York, N.Y;-^1 
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New York State D^artment of Law 
Bureau Of Con§mier Frauds and ^ 

Protection/ 
State Capital 
Albany, 10. 12224 

Yo^k State Education Department 
u of Distributive Education 
9^/Washington Ave. 
ba»y, N.Y. ;12230 . , 

Ne^ York State Labor Department 
Division of Employment y 
3tate Caippus 

Albany, ii.Y. 12226 / ' A 

' t . i ■ . ■ 

New VotIc Telephone Co., 
** 140 West St. . 
fNew X6rk, N.Y. 10007 

« ^ ■ 

Ne/York State Universitjr at Albany 
Film, Rental Library 
J400 Washington Ave. 
'Albany, >N.Y. 12222 

Ohio State University 
D.E. Mateglias Lab. 
115 ToyiflH Hall 
1885 Neeflfve. 
Columbus, Ohio 43210 



National ConsuMfr T?3.nance As'sociationlj.C. Penney Ctnnpany, Inc. 



1020,16th St.^NT. 
Washingtpn, D.C. 20036 

National Foijndation^ for Consumer 
Credit Inc. ^ 
1819 H St. , NW. ' 
Washington, D.C. 20006 ; 



^Education and Consumer Relations Dept. 
1^1 Ave. of Americas' 
N^ew York, N.Y. 10019 

Ronalcf: Press Co. 

79 M^ison Ave. 

New YWrk, N.Y. 10016 



ERIC 



National Retail Mana^ei^t 

Associatliin 
Credit Management Div. 
100 West 31st St.. 
New York, N.Y.V, 10001 ■ 



New Ytrk Stilte Consumer Protection 
Board 

99 Washington g^ve. ' ♦ 
any, N.Y. 12230 



Progressive Picturfl 
6 351 Thomhill Dr. 
Oakland, Calif, j 94611 

Rand McNally and Co. • 
405 Park Ip. 
Nei Y5)rk,3i.Y. , 10922 

Jtable Films„, Inc. 
321 South Beverly Dr. 
Beverly Hills, CaLif. 

. '3" 



90212 
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fince Research Associates,' 
£ast Erie St. 



M 

Chicago, 111. 60611 ' 

^tott Education Division 
Lower Westfield Rd. 
Holyoke," Mass. 01040 

Sears » Roebuck and Co, 
Sears Tower ^ 
Chicago, 111. 60684 ; * 



it' 



Spall Business Adiiiin4.stra3^ion 
26 Federal Plaz^ " i* 

New Yotk, N.Y. 1000,7 

'Society of Cer|ified Gonsuaer 

Credit Executives * 
7408 University Dr. ^ 
St. Louis, Mo. 63130 ^ 

Sputh-rWestem WbliJ^g CoHl 
512 North Ave. ^ - 

New Rochelle, N.Vf 10802 f |L 



Heninf' Strauss and Co, 
slowest 53 S;t. 
New York, N.Y. 10019 

^ ; Syracuse University 
> Film Rental Library 

1455 Ea&t Colvin St. 

^yracusllN.Y, 13210 

Tecnifax Corp. 
195 Applet on St. 
Holyoke, Mass. 01040 

#• ■>.. ■ 

United Transpiafencies Inc. 
. Box 6881 ^ 

Binghamton, N.Y. 13908 ' 

UnY^ersity o£ Illinois 
: Visual Aids Service ^ 
iil^^hampaig^ 111. ^ 61820 



Virginia State Departrnjent of Education 
Distribikitiye Education Service 
Richmond^ Va. 23216 




